
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. c\\z3 DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3 

Agency Division/Unit 
Cecil County Government Human Resources 

Item Description 
No. 

Retention 

This series! includes general HR records such as policies and 
procedures, meeting minutes, insurance plan information, media 
records, budget records, and non-workers compensation records. 

Changes in records format will not necessarily require revision of 
the retention schedule. However, should the scope or content of a 
records series be altered, the schedule may be amended to reflect 
such changes. 

i 
Each agency will use all or some of the following records which 
are governed by the indicated retention period: 

i 
A. Policies and Procedures Manual 

B. Meeting Minutes 

C. (Health and Wellness Insurance Plan Information 

D. Media/Advertisement Invoice Records 

Retain hard and electronic 
copies until updated then 
transfer to Archives for 
permanent preservation 

Retain hard copy and transfer 
annually to Archives for 
permanent preservation 

Retain hard copy for five (5) 
years, then destroy 

Retain hard copy with 
budgeting information for three 
(3) years, then destroy 

Schedule Approved; by Department, Agency, 
or Division Representative. 
Date 

Signature^ 

Typed Name 

Title IT & Records Retention Director 

Scott Mesneak 

Schedule Authorized by State Archivist 

Date ~1 WVQrtJ/! 7 b I I 

Signature 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
j (Continuation Sheet) 

Schedule No. c i l Z 3 

Page 2 of 

Agency 
Cecil County Government 

Division/Unit 
Human Resources 

Item 
No. 

Description 

Budget 
A. Departmental Budget Documents 

I 
i 

B. Adopted Budget and Approved Salaries per FY 

Non-Workers Compensation Files 

EMPLOYMENT AND PERSONNEL RECORDS 
| Candidates for Employment 

A.,' Applications for Employment 

B Applicant Interview Questions/Response Data 

Employee Relations 
C. Personnel Folder 
D. Training Files 

E. 1-9 Forms 

|F. Payroll Records 

(Continued) 

Retention 

Retain hard copy for three 
(3) years, then destroy 

Retain hard copy for five (5) 
years, then destroy 

Retain hard copy for seven 
(7) years, then destroy 

Retain hard copy for one (1) 
year from position close, 
then destroy 

Retain hard copy for ten (10) 
years post termination, then 
destroy 

Retain hard copy for ten (10) 
years post termination, then 
destroy 

Retain hard copy for three (3) 
years after date of hire or (1) 
year after separation of 
employment, whichever is 
longer, then destroy 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for three 
(3) years and until all audit 
requirements are fulfilled, 
then destroy 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
; (Continuation Sheet) 

Schedule No. £112.3 

Page 3 of 

Agency 
Cecil County Government 

Division/Unit 
Human Resources 

Item 
No. 

Description 

G. Ethics Forms 

H. Grievance Files 

I. Medical Files 

Workers Compensation Files 

!K. Benefits, Medical & Driver's Folders 

Retention 

Retain hard copy for five (5) 
years, then destroy 

Retain hard copy for seven 
(7) years from settlement or 
closure of claims, then 
destroy 

Retain hard copy for ten (10) 
years, then destroy. If records 
added to Workers' 
Compensation Commission 
(WCC) or litigation retain for 
thirty (30) years, then destroy. 
If records indicate exposure 
to hazardous material, retain 
imaged copy for thirty (30) 
years, then destroy, unless 
exposure includes asbestos or 
lead, then transfer to Archives 
for permanent retention. 

Retain hard copy for seven 
(7) years from settlement or 
closure of claims, then 
destroy. If records indicate 
exposure to hazardous 
material, retain imaged copy 
for thirty (30) years after 
termination, then destroy, 
unless exposure includes 
asbestos or lead, then transfer 
to Archives for permanent 
retention. 

Retain hard copy for (10) 
years post termination, then 
destroy 

DGS 550-1A 



\.<rf-/9 

J I 
Instructions -Type or Print a separate form for i 

each new or revised record series. Forward 
i , 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

A G E N C Y R E C O R D S I N V E N T O R Y J I 
Instructions -Type or Print a separate form for i 

each new or revised record series. Forward 
i , 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

with Records Retention Schedule ( D G S 550-1) | 

I j 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency ,' 

Human'Resources 1 
1 
1 ! 

•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. RecordiSeries Title j 

A d o p t e d B u d g e t a n d A p p r o v e d S a l a r i e s per F Y 

5. Earliest Year/Larest Year 

1 9 8 7 t D 2 0 1 0 

6. Record Series Description (Briefly describe the.types of InforrnatioWdacun^nts/forms found in the series. Include the purpose or function oFlhe series.) 

Roster. 1 1 1 
I 1 

7. Record Series Format(s) List all f 

f . : 

0. Record Series Sequence. 9; Volume 

O File. Drawees). 

1 i 
• Letter Size • Mcrofilm ' 

| ! 
• Legal Size . • Computer Tape 1 

0 Audio Tape • Floppy Disk j 

! | 

• Alphabetical 

0 Numerical 

o Chronoiogica 

Number 

• Mcrofilm Reel(s) 

n Computer Tape(s) 

• Other fsoedfyl 

• Bound Book' • Video Tape, i 

• Other fsoecifvl ! 

• Geographical 

• Other fsDecifvS 

10. Annual Accumulation 

• File Drawees) 

J Keyword Lookup 
• Microfilm Reel(s) 

| | Number 
D Computer Tape(s) 

• Other (specify) 

in. File is Used 12, File-Becomes Inactive After 

1 • Daily • Weekly • Monthly j • Annually 

1 1 i 

5 

Number 

• Month(s) • Year(s) 

jl3. Current Location(s) (Bldg., Floor, Room) 1 

H u m a n R e s o u r c e s Of f i ce j 

f i i 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes P No 

| 15. Access Restrictions (If Yes, cite Law(s) 8, Regulatlon(s) 
1 | 

16. Audit. Requirements 

1 

• Yes B.No j 

1 
1 

• None • State • Federal • Independent 

17. Is an Index. System used? If yes, explain briefly and describe requirements 
I 

.18. Recommended Retention 

a Yes • No ' Retain hard copy for five (5) years, then destroy 

19, Name and Title of Preparer , 20.' Telephone Number 21. Date 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

4 1 0 - 9 9 6 - 5 2 0 5 9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



I 

i , 

Instructions - T y p e or Print a separate form for. ; 

each new or revised record series. Forward i 

with Records Retention Schedule ( D G S 550-1 ) ; 

I I I i 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4|f>793-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 
i , 

Instructions - T y p e or Print a separate form for. ; 

each new or revised record series. Forward i 

with Records Retention Schedule ( D G S 550-1 ) ; 

I I I i 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4|f>793-1930 

PAGE 1 OF 1 

1. Department/Agency | 

H u m a n R e s o u r c e s j 

i 
•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title | 

Applicant Interview Questions/Response,'data 

I 
5. Earliest Year/Latest Year 

2009 to 2010 

EL Record Series Description (Briefly describe the.types of informatto'n/dbcuirents/forfrG found in the series- Include the purpose or function of the series.) 

D o c u m e n t e d q u e s t i o n s a n d app l ican t r e s p o n s e s / n o t e s r e g a r d i n g v a c a n t posi t ions. I n t e r v i e w d a t a wi th e m p l o y e e f e e d b a c k . 

1 \ 
7. Record Series Format(s) List all J 

\ \ 
• Letter Size ' • Mcrofilm , 

\ 

0 Jegal Size • Computer Tape j 

' I 
• Audio Tape o Floppy Disk | I 1 

8. Record Series Sequence 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (SDedtV) 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Mcrofilm Reel(sj 

n Cnmnuter Tanefsl 
Number 

• Other fscifirifvl 

• Bound Book o Video Tape 

I . ' ' 
D Other fsoedfvl 

1 
1 
i j 

8. Record Series Sequence 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (SDedtV) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

n CnmniitRr Taper's1) 
Number 

O Other (specify) 

| n . File Is Used j 

I • Daily • Weekly. • Ntanthly j 

I i 

I I 

• Annually 

12. File Becomes Inactive After 

^ • Mnnrhfsl ft Ynarrtl 
Number 

13. Current Location(s) (Bldg., Floor. Room) j 

Human Resources Office | 
I 
i 

14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.) 

• • Yes i No 

15. Access Restrictions (IfYes. cite faw(s) & Regulation^) 
1 

D Yes • No 1 

i 

16- Audit Requirements 

a None • State • Federal • Independent 

17. Is an Index.System used? If yes, explain briefly arid describe requirements 

• -Yes • "Np j 

i 1 
I' 

.18. Recommended Retention 

Retain hard copy for ten (10) years post 
termination, then destroy 

19. Name and Title of Preparer \ 

Scott Mesneak 
IT & Records Retention Director 

i 

i 

20.' Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



y 

\ 
Instructions - T y p e or Print a separate form for | 

each new or revised record series. Forward ' 
| 1 

with Records Retention Schedule ( D G S 550-1) I 

\ 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y \ 
Instructions - T y p e or Print a separate form for | 

each new or revised record series. Forward ' 
| 1 

with Records Retention Schedule ( D G S 550-1) I 

\ 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1 . Department/Agency | 

H u m a n J R e s o u r c e s ( 

1 ! 
•2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 1 

Appl ica t ions for E m p l o y m e n t > 

5. Earliest Year/Latest Year 

2 0 0 9 t 0 2 0 1 0 

5. Record Series Description (Briefly describe the.types of Informatlon/documents/forms found in the series. Include the purpose or function of the series.) 

C a n d i d a t e s app ly ing for o p e n posi t ions. ; 

1 i 

i I 
7. Record Series Formats) List all 

1 
• Letter Size • • Mcrofilm 

1 
• Legal Sl2e • Computer Tape 

a Audio Tape o Floppy Disk 

• Bound Book • video Tape. 

• Other fsoecifvl 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

O Chronological 

0 Geographical 

| Other f'snerifvS 

Keyword Lookup 

9: Volume 

O File Drawerfs) 

• Microfilm Reel(s) 

n Cnmniit«r Tanefsl 
Number 

• Other fsoecifvl 

7. Record Series Formats) List all 

1 
• Letter Size • • Mcrofilm 

1 
• Legal Sl2e • Computer Tape 

a Audio Tape o Floppy Disk 

• Bound Book • video Tape. 

• Other fsoecifvl 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

O Chronological 

0 Geographical 

| Other f'snerifvS 

Keyword Lookup 

10; Annual Accumulation 

• Rile Drawerfs) 

• Microfilm Reel(s) 

n Cnmnuter Tapafsl 
Number 

• Other (specify) 
iji. File is Used J 

• Daily. • Weekly • Monthly • • Annually 

12. File Becomes Inactive After 

^ n Mnnthfsl g Yr-arfsl 

Number 

J13. Current Location(s) (Bldg,, Floor, Room) j 

H u m a n R e s o u r c e s O f f i c e 

I ! 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office,) 

D Yes 1 No 

15. Access Restrictions (IfYes, cite Law(s) ft Reguiatlo 

a Yes • No ! 

i 

i 

n(s) IS. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index, System used?.If yes, explain briefly and describe requirements 

0 Yes • No j 

l 

.18. Recommended Retention 

Retain hard copy for one (1) year from position 
close, then destroy 

19. Name and Tide of Preparer ! 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

j 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 

I 



I 
1 i 

Instructions - T y p e or Print a separate form for ,' 

each new or revised record series. Forward •; 

with Records Retention Schedule ( D G S 550-1) I 

I ! 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410 -799 -1830 

A G E N C Y R E C O R D S I N V E N T O R Y 
1 i 

Instructions - T y p e or Print a separate form for ,' 

each new or revised record series. Forward •; 

with Records Retention Schedule ( D G S 550-1) I 

I ! 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410 -799 -1830 

PAGE. 1 OF ^ 

1. Department/Agency 

H u m a n ' R e s o u r c e s ! i 
•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

•f.Recrjrdi'Serles Title 1 

.1 . . ... 1 

Benefits, Medical & Driver s Folders 
1 I 

5. Earliest Year/Latest Year 

1 9 8 6 t 0 2 0 1 0 

6. Record Series Description (Briefly describe the types of informatibn/documents/for'ms found in the series include the purpose or function of the series.) 

Maintaining record of employee benefit information (tax withholding forms, benefit enrollment forms, payroll deduction aughtorization, 
wageigarnishments, beneficiary information, deferred comp. forms, etc:). 

i i 

1 J 
j / 

7. Record Series Format(s) L ist all 

1 i 
i 

B. Record Series Sequence. 9. Volume 

• ] FlleDrawer(s) 

• LetterSlze • Mcrofilm 

1 
• Legal Size 0 Computer Tape 

i 

• Audio Tape o Floppy Disk 

I 

i 

j 

• Alphabetical 

• Numerical 

• Chronological 

4 

Number 

• Microfilm Reel(s) 

O Computer Tape(s) 

O Other (soeclfirt 

o Bound Book • Video Tape 

I 
••Other (soedfirt 

• Geographical 

• Other f'srjfirifVi 

' 0 . Annual Accumulation 

• File Drawees) 

i i 

Keyword Lookup 

4 

Number 

• Microfilm Reel(s) 

D Computer Tape(s) 

• Other (specify) 

11. File Is Used 
I 

12, File-Becomes Inactive After 

J • Dally • Weekly • Monthly 

I 
' • Annually 10 

Number 
• Month(s) a Year(s) 

| 13. Current Location(s) (Bldg.. Floor, Room) 

jHuman Resources Office ; 

i 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (IfYes cite Law(s) & Regulation^) 16. Audit. Requirements 

• Yes • No ' 

H IPAA ; 

1 

• None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly arid describe requirements 

• -Yes • No f 

i 

.18. Recommended Retention 

Retain hard copy for (10) years post termination, 
then destroy 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n 
i 

D i rec tor 

20.' Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

2 1 . Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1fB3) 



5" 

Instructions - T y p e or Print a separate form for 

each newjor revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A O E N C Y R E C O R D S I N V E N T O R Y 

1. Department/Agency 

Human (Resources 

DEFINIT ION • R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

Departmental Budget Documents 
S. Earliest Year/latest Year 

2006 .„ 2009 

,ion/docurrents/forms found in the series, include the purpose or function of (he series.) 6. Record Series Description (Briefly describe the.types of informat 

Approved budget, expense reports, vouchers, purchase orders, etc. (purpose of tracking approved expenses.] 

7. Record Series Fbrmat(s) List all 

I 

j 
• Letter Size • Mcroftlrr. 
' I 

i 

n Legal Size 0 Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book O Video Tape. 

I 

• ,Other (specify) 

. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) . 

Keyword Lookup 

• Fi,eDrawer(s) 

• Mcrofilm Ree!(s) 

D Computer Tape(s) 

o Other (specify) 

10. Annual Accumulation 

D File Drawer(s) 

o Microfilm Reel(s) 

o Computet Tape(s) 

• 'Other (specify) 

11. File Is Used 

' • Daily • Weekly • Monthly I Annually 

12, File Becomes Inactive After 

3 Vcar(s) 
Number 

I 13. Current Location(s) (Bldg., Floor, Room) 

;Human Resources Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office,) 

• Yes i No 

15, Access Restrictions (IfYes, cite Law(s) & Regulation(s) IB. Audit Requirements 

None O State 
o Independent 

17. Is an Index. System used? If yes, explain briefly and describe requirements 

• Yes • No 

.18. Recommended Retention 

Retain hard copy for three (3) years, then destroy 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 9/10/2010 

DGS 550-4 (Rev. 1/93) 



I 
Instructions - T y p e or Print a separate form for 1 

each new or revised record series. Forward j 

with Records Retention Schedule ( D G S 550-1) I 

! ! 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

110-799-1930 

AGENCY RECORDS I N V E N T O R Y I 
Instructions - T y p e or Print a separate form for 1 

each new or revised record series. Forward j 

with Records Retention Schedule ( D G S 550-1) I 

! ! 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

110-799-1930 

PAGE 1 OF 1 

1. Depanment/Agency I 

H u m a n i R e s o u r c e s I 

! i 
2. Division. 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title I 

Ethics Forms , 
1 ! 
I 

5. Earliest Year/LatestYear 

2 0 0 5 t 0 2 0 1 0 

6. Reco 

piha.n 

to file 

rd'Series Description (Briefly describe the.types of information/documents/forms found in the series. Include the purpose or function of the series.) 

cial disclosure statement. All County employees.elected officials, paid consultants, Board and Commission appointees are required 
/document business, financial relationships, receipts, interest with business entities, family relationships relevant to Board. 

J 
j 

I 
7. Reco 

• Lette 

• Lega 

o Audi f 

rd Series F'ormat(s) List all | 

i 
r Size q Microfilm | 

1 Size a Computer Tape j 

1 

• Tape Q Floppy Disk i 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

, • Geographical 

| Other (snpr.ifvi 

Keyword Lookup 

9. Volume 

• ] File Drawer(s) 

• Microfilm Reel(S) 

• Commiter TaDefsl 
Number 

• Other (soecifvl 

• Bound Book o video Tape. j 

i . 
n Other (snerifV) 1 

i 
I ; 
| i 

I i 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

, • Geographical 

| Other (snpr.ifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

a Microfilm Reel(s) 

Q Comuuter Tapefs^ 
Number 

• Other (specify) 

11. File Is Used | 

• Dally o Weekly. • Monthly ' «Annually 

1 i 

12. File Becomes Inactive After 

5 

° o MonthCs) • Yearfsl 

Number 

(13. Current Locatlon(s) (Bldg,, Floor, Room) i 

hriuman R e s o u r c e s Office 

i i 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

0 Yes i No 

I 15. Access Restrictions (If Yes. cite Law(s) & RegulatJon(s) 

i 0 Yes • No j 

' i 
1 

16. Audit Requirements 

• None • State • Federal > Independent 

17. Is an Index.System used? If yes,.explain briefly and describe requirements 

I 
a Yes • No 1 

1 
t 

.18. Recommended Retention 

Retain hard copy for five (5) years, then destroy 

19. Name and Title of Preparer 

1 

Scott Mesneak 
IT & Records Retention Director 

i 

20.' Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 560-4 (Rev. 1/93) 



-7 

Instructions -Type or Print a separate form for 
each newjor revised record series. Forward 
with Records Retention Schedule (DGS 550-1) | 

I i 
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S INVENTORY Instructions -Type or Print a separate form for 
each newjor revised record series. Forward 
with Records Retention Schedule (DGS 550-1) | 

I i 
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

1 1 
PAGE. 1 OF 1 

1, Department/Agency ; 

Human Resources ! 
I i 

2. Division 3. Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title J 

Grievance Files j 
1 

5. Earliest Year/Latest Year 

1998 (0 2008 
6. Record Series Description (Briefly describe the types ofinformation/documents/forrns found in the series Include the purpose or function of the series.) 

Maintaining EEOC Claim grievance hearings, court cases, etc. 

I i 
7. Record Series Format(s) List all 

i 1 I 
• Letter Size ' • Mcrofilm 

• Legal Size ,0 Computer Tape , 

0 Audio Tape • Floppy Disk • 

B.'Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

^ Other fsoficifVi 

Keyword Lookup-

9. Volume 

• File.Drawerfs) 

• Mcrofilm Reel(s) 

1/2 
n • Comouter TaDefsl 

Number 
n Other fsoecifvl 

• Bound Book o Video Tape, 

1 . 
• Other fsoecJfyl 1 

1 ! 
I i 

B.'Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

^ Other fsoficifVi 

Keyword Lookup-

10. Annual Accumulation 

• File Drawer(s) 

Microfilm Reel(s) 

1/2 
n Cnmnuter TanefsV 

Number 

• a 'Other (specify) 
1 1 ! File Is Used 

I 
I • Daily 0 Weekly. o Monthly 
i 

I 
i • Annually 

12. File Becomes Inactive After 

^ • Month(s) • Ycarfs, 

Number 

13. Current Locatlon(s) (Bldg.. Floor, Room) i 

Human Resources Office ; 
1 

14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.) 

• Yes i No 

|l5. Access Restrictions (IfYes, cite Law(s) & RegulatJon(s) 

j • Yes • No J 
i 

16. Audit Requirements 

• None • State b Federal • Independent 

! 17. Is an Inde*. System used?.If yes,explain briefly jarid describe requirements 

1 I 
• Yes • No ! 

1 

.18. Recommended Retention 

Retain hard copy for seven (7) years from 
settlement or closure of claims, then destroy 

J 
19. Name and Title of Preparer | 

Scott Mesneak 
IT & Records Retention Director 

i 

20. Telephone Number, 

410-996-5205 
21, Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



I 
i % 

Instructions -Type or Print a separate form for \ 

each newior revised record series. Forward \ 

with Records Retention Schedule ( D G S 550-1) j 

I i 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for \ 

each newior revised record series. Forward \ 

with Records Retention Schedule ( D G S 550-1) j 

I i 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

PAGE 1 OF 1 

1. Department/Agency 1 
1 I 

Human Resources 

1 ! 
2. Division 

Benefits 
3. Unrt 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title i 

| 1 

Health and Wellness Insurance Plan Info 1 
1 

5. Earnest Year/Latest rear 

1 9 8 6 ta 2 0 1 0 

6. Record Series Description (Briefly describe the.types of infom^tlon/documents/forms found in the series Include the purpose or function of the series.). 

Health Insurance Plan documents and contracts, employee assistance program contracts, wellness programs, etc. 
I i 
i 

i 
7. Record Series Format(s) List all | 

f 1 
i 

J 1 
• LetterSIze oMcrofllm 1 

J ! 
• Legal Size • Computer Tape [ 

J 1 
a Audio Tape o Floppy Disk ' I . ! 
• Bound Book o video Tap; i 

- t — ! 
! i 

| 

9. Record Series Sequence. 

o Alphabetical 

D Numerical 

• Chronological 

• Geographical 

q| Other tsnerlfv) 

Keyword Lookup 

9: Volume 

•j Flle.Drawer(s) 

• Microfilm Reel(s) 

1 
n Cnrmiirer Tanefs) 

Number 

0 Other (soecifvl 

7. Record Series Format(s) List all | 

f 1 
i 

J 1 
• LetterSIze oMcrofllm 1 

J ! 
• Legal Size • Computer Tape [ 

J 1 
a Audio Tape o Floppy Disk ' I . ! 
• Bound Book o video Tap; i 

- t — ! 
! i 

| 

9. Record Series Sequence. 

o Alphabetical 

D Numerical 

• Chronological 

• Geographical 

q| Other tsnerlfv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• . Microfilm Reel(s) 

^ D Comouter TacefsY 

Number 

• Other (specify) 

n . I File Is Used | 

o Daily • Weekly HManthly [ • Annually 

1 1 
i 

12. File Becomes Inactive After 

o Monthfs) • Yoarfsl 

Number 

13/Current Location(s) (Bldg.. Floor, Room) j 

Human Resources Office | 

i i 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.} 

• Yes P No 

15. Access Restrictions-(if Yes, cite Law(s) & Regulation(s) 

I i 
I • Yes • No I 

1 i 

16- Audit Requirements 

• None o State O' Federal • Independent 

\ 1 . Is ah Index. System used? If yes,.explain briefly and describe.requirements 

0 Yes • No l 

i 

! i 

18. RecommenderJ Retention 

Retain hard copy for five (5) years, then destroy 

j 19. Name and Title of Preparer 1 

1 Scott Mesneak 
j IT & Records Retention Director 

i 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 55D-4 (Rev. 1/93) 

I 



i 

Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

1 1 

FAGE 1 OF L 

1. Department/Agency 

Human Resources 

DEFIN IT ION • R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

1-9 Forms 
5, Eatliest Year/Latest Year 

1987 ^ 2010 _to_ 

6. Record Series Description (Briefly describe the.types of informatldn/doajnnents/for'ms found in the series. Include the purpose or function of the series.) 

Employment eligibility verification form required by employers to have on file asserting the legal working status in the United States. 

7. Record Series Format(s) List all 

• Legal 

|Slze 

Size 

Tape 
i 

j 
• Bound Bool* 

) 
i 

• Other (speclfy)_ 

o Mcrofilm 

• Computer Tape 

• Floppy Disk' 

• video Tape 

8: Record Series Sequence 

p Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

Keyword Lookup 

• File Drawerfs). 

• Mcrofilm Reelfs) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

• File Drawer(s) 

• ' Microfilm Reel(s) 

• Computer Tape(s)' 

• 'Other (specify) 

11. File is Used 

• Daily • Weekly 
• Monthly I Annually 

12, FileiBecomes Inactive After 

3 
• Monthfs) • Year(3) 

Number 

13. ^Current Location(s) (Bldg., Floor, Room) 

Human Resources Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office;) 

• Yes 1 No 

Access Restrictions (IfYes, cite Law(s) & Regulation(s) 16- Audit Requirements 

• None • State • Federal b Independent 

17. Is an Index. System used?lf yes,.explain briefly and,describe requirements 

I • Yes • :NO I 

.19. Recommended Retention 

Retain hard copy for three (3) years after date of 
hire or (1) year after separation of employment, 
whichever is longer, then destroy 

19. Name and Title of Preparer 

Scott Mesneak j 
IT & Records Retention Director 

20.' Telephone Number 

410-996-5205 9/10/2010 

DGS 560-4 (Rev. 1/83) 



j 10 

j 
! i 

Instructions - T y p e or Print a separate form for 1 

i i 
each newlor revised record series. Forward 

i 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

A G E N C Y RECORDS INVENTORY ! i 
Instructions - T y p e or Print a separate form for 1 

i i 
each newlor revised record series. Forward 

i 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

with Records Retention Schedule ( D G S 550-1) i ! I i 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

JI0-T9S-1830 

PAGE 1 OF 1 

1. Department/Agency j 

Human Resources ;' 

2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title l 

Media/Advertisement invoice Records i 

1 I 
5. Earliest Year/Latest Year 

2 0 0 7 t o 2 0 1 0 

6. Record Series Description (Briefly describe the.types of Information/documents/forms found in the series. Include the purpose of function of the series.) 

Copieslof records and invoices received for position ad placement for hiring and retention. 

i 
1 

i 
7. Record Series Format(s) List all ' 9. Record Series Sequence. 9. Volume 

D File.Drawerfs) 

• Letter Size • Microfilm 

1 - ! 

Q Alphabetical 
• Microfilm Reel(sj 

a Computer Tape(s) 

• Legal Size • Computer Tape j 

• Audio Tape • Floppy Disk 1 

j 1 

n Numerical 

• Chronologica 

Number 

0 Other fsoeclM 

• Bound Book • video Tape j 

• Other (snerifvl ! 

• Geographical 

^ Other fsoecifv) 

10. Annual Accumulation 

• File Drawer(s) 

1 Keyword Lookup 
• ' Microfilm Reel(s) 

1 ! ! i Number 
• . Computer Tape(s) 

• Cther (specify) 

11. 1 File Is Used i j I 
12. File Becomes Inactive After 

• Dally • Weekly g Monthly 1 a Annually 1 1 
1 1 

3 

Number 

• Month(s) • Year(s) 

13.J Current Location^) (Bldg.. Floor, Room) ! 

Human Resources Office 1 i I 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office;) 

• Yes 1 No 

15. Access Restrictions (IfYes. cite Law(s) & Regulation(s) 16. Audit Requirements 

f • Yes • No ' 

1 i 
• None • State • Federal • Independent 

17. Is an Index. System used?.If yes, explain briefly and describe requirements 
1 

.18. Recommended Retention 

1 
I • .Yes • "Nu | 

1 
! i 
i i 

Retain hard copy with budgeting information for 
three (3) years, then destroy 

19. Name and Title of Preparer ' 20. Telephone Number 21. Date 

Scott Mesneak' 
IT & Records Retention Director 

f 
i 

4 1 0 - 9 9 6 - 5 2 0 5 9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



II 

1 

Instructions - T y p e or Print a separate form f( i f 

•1) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo R o a d , P.O. Box 275 
Jessup, Maryland 20794 

410-798-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

e a c h new or revised record series. Forward 

with Records Retention Schedule (DGS 550 

I : 

i f 

•1) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo R o a d , P.O. Box 275 
Jessup, Maryland 20794 

410-798-1930 

PAGE 1 OF 1 

1 . Department/Agency 

Human Resources 
l 
i 

2. Division 3. Unit 

DEFINITION - R E C O R D SERIES: A cjroup o f r e l a t e d records normally f i led,and u s e d as a unit for reference as wel l as retention and disposition purposes 
4. Record Series Title 

Medical Fiies 
5. Earliest Year/Latest Year 

1975 ra 2010 

6. Recorii Series Description (Briefly describe the types of.lnfo|TOtion/documents/forms found In the series include the purpose or furictioh.of.the series.) 

Maintaining required medical information on employees. These are the County Government internal records, the official and complete 
records pertaining to workers compensation claims are retained by the Third Party Claims administrator for the county's self-insured 
program, and includes all documentation pertaining to the claim. And for claims prior to 7/01/2009 are retained by the prior insurer, 
Injured Workers' Insurance Fund, 

i . f 
i i 

7. RecdWseries Formats) list all ! 

I : 
i .. : 

• Letter Size • Microfilm ; 

i ; 

• Legal Size • Computer Tape i 
I 

• Audiotape • Floppy Disk , 

j ' j 

• Bound Book • Video Tape | 
n Other (SDedfv ) i 

I 
j j 

B.Record Series Sequence 

• Alphabetical 

. • Numerical: 

• Chronological 

D Geographical 

• Other fsoecifvl 

Keyword Lookup 

S.Volume 

o File Drawees), 

o Microfilm Reel(s) 

• Comnurer Tanp.fsl 
Number 

• Other (soeclfv) 

7. RecdWseries Formats) list all ! 

I : 
i .. : 

• Letter Size • Microfilm ; 

i ; 

• Legal Size • Computer Tape i 
I 

• Audiotape • Floppy Disk , 

j ' j 

• Bound Book • Video Tape | 
n Other (SDedfv ) i 

I 
j j 

B.Record Series Sequence 

• Alphabetical 

. • Numerical: 

• Chronological 

D Geographical 

• Other fsoecifvl 

Keyword Lookup 

10: Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

a Computer TappYsT 
Number 

b Other (specify) 

11.1 File Is Used ! 

I ; 
j • Dally "OiWeekiy o Monthly | • Annually 

i ,' 

I ! I 

12. File Becomes Inactive After 

^ h Mrinthfsl a YpsrM 

Number 

13 . .Current.Location(s) (Bldg., Floor, Room) f 

Human Resources Office i 
14. ls :Record Series Duplicated Elsewhere?. (If yes, specify agency or office.) 

0- Yes e No 

15; Access Restrlctions.fjf Yes, cite Law(s) & Regulatton(s) 

| 0 Yes B'tvio ' 

j j 

'16. Audjt Requirements 

: • None • State • Federal .•Independent 

j17. fs'a'n.Index Systernused7:lf yes, explain briefly and describe requirements 

J 0 . .Yes • : N o 1 

! 1 
I i 

18. .Recommended Retention 

Retain hard copy for ten (10) years, then destroy. If records added to 
Workers' Compensation Commission (WCC) or litigation retain for.thirty (30) 
years, then -destroy,,.if records Indicate exposure to hazardous material, 
retain imaged copy for thirty (30) years, then destroy, unless exposure 
includes asbestos orleadi then transfer to Archives for permanent retention. 

j 19. -N3me;and Tlne'Of Preparer | 

( Scott Mesneak 
j IT & Records Retention Director 

20. Telephofre:Number 

410-996-5205 

2.1. Date 

9/10/2010 

DCS 550-4 (Rev. 1/93) 



12. 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

I 
I 

D E P A R T M E N T O F GENERAL S E R V I C E S 

; R E C O R D S M A N A G E M ENT DIVISION 

1 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

I 
I 

D E P A R T M E N T O F GENERAL S E R V I C E S 

; R E C O R D S M A N A G E M ENT DIVISION 

1 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

H u m a n Resources 
2. Division 

Bene f i t s 

3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title J 

M e e t i n g J M i n u t e s j 

i i 

5. Earliest Year/Latest Year 

2 0 0 0 t 0 2 0 1 0 

6. Record 

H e a l t h 

Series Description (Briefly describe the'types of informatlon/d 

Adv isory C o m m i t t e e , Pub l ic S a f e t y P 

! 

i 

acuments/forfns found in the series Include the purpose or function of the series.) 

e n s i o n P l a n . 

7. Record 

• Letter!! 

• Legal S 

• Audio 

j 

Series F'nrmat(s) List all | 

Ize • Microfilm | 

ize .0 Computer Tape i 

ape o Floppy Disk 1 

i 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

.0 Geographical 

• Other fsnecrfv) 

Keyword Lookup 

9: Volume 

| FileDrawer(s) 

• Microfilm Reel(s; 

1 
n Cnmnutftr TarWsl 

Number 

• Other (soeciM 

D Bound Book a video Tape 

• Othirfsoedfvl 

| 

j 

i 
i 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

.0 Geographical 

• Other fsnecrfv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

1 
• Computer Tape(s) 

Number 

• Other (specify) 

11. I File is Used 
i 
I . 
• Dally • Weekly a Monthly 

i 
I 

• D Annually 

12. File-Becomes Inactive After 

Indefinitely D M o n t h ( 3 ) D V e a r ( 3 ) 

Number 

13. jcurrerit Location^) (Bldg., Floor, Room) j 

H u m a n R e s o u r c e s Of f i ce j 

1 i 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

n Yes i No 

15.' Access Restrictions (IfYes, cite Law(s) & Regulations) 

1 i j a Yes • No 1 1 
1 1 

16. Audit. Requirements 

• None • State o Federal • Independent 

7. Is an Index.System used? If yes, explain briefly arid describe requirements 

• Yes • No 1 
| 
j 
1 

18. Re co mme nde d Re ten tio n 

Retain hard copy and transfer annually to Archives 
for permanent preservation 

|19. Name and Title of Preparer { 

j S c o t t M e s n e a k j 

1 IT & R e c o r d s R e t e n t i o n ;Direetor 

1 ! 

20.' Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



13 

Instructions - T y p e or Print a separate form for ; 

each newlor revised record series. Forward 1 

with Records Retention Schedule ( D G S 550-1) | 

I i 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-193D 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for ; 

each newlor revised record series. Forward 1 

with Records Retention Schedule ( D G S 550-1) | 

I i 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-193D 

1 1 
PAGE 1 OF 1 

1. Department/Agency J 

H u m a n R e s o u r c e s | 

i ! 

•2. Division 

Risk M a n a g e m e n t 

3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
A. Record Series Title j 

N o n - W o r k e r s C o m p e n s a t i o n F i les I 

! i 

5. Earliest Year/Latest Year 

2 0 0 2 | 0 2 0 1 0 

EL Record < 

Inc iden 
liability 

Series Description (Briefly describe the.types of Informatl 

ts, c l a i m s , a n d suits including prop 
c la ims. 

3'n/docurrients/for'ms found in the series include the purpose or function of the series.) 

erty, liability, v e h i c l e acc iden ts , publ ic official liability c la ims , g e n e r a l liability, a n d pol ice lega l 

1 
1 

7. Record Series Format(s) List all 

i 
f 

• Letter Size • Mcrofilm 

I 
• Legal Size • Computer Tape 
• AudloJTape aFloppyOlsk i 

i i 
I . i 

0. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Othfir (SDfir.ifvi 

Keyword Lookup 

9. Volume 

• File.Drawerfs) 

• Microfilm Reel(sj 

O Comoutpr Tanpfsl 

Number 
n Other (soeclfvl 

• Bou 

a Oth 

nd Book a Video Tape. J 

ei fsoecifv) I 

j 

I 

0. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Othfir (SDfir.ifvi 

Keyword Lookup 

1G\ Annual Accumulation 

• File Drawer(s) 

a. Microfilm Reel(s) 

^ • Comuuter Taoefsl 

Number 

• Other (specify) 

i t . 

• 

File is Used j 

! 
Daily • Weekly. • tvtinthly a Annually 

i 

12, File Becomes Inactive After 

^ • Monthfsl • Yearfsl 

Number 

13. C 
l 

H u m 

rrerit Location(s) (Bldg., Floor, Room) | 

an R e s o u r c e s Of f i ce | 
i 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

n Yes i No 

15. | Access Restrictions (IfYes cite Law(s) & Regulations) 

| • Yes • No 

Freedom of information Act 
i i 
i i 

1B. Audit Requirements 

• None • State • Federal • Independent 

17. | Is an Index,'System used? If yes,.explain briefly and describe requirements 

a Yes B . N o j 

j 

18. Recommended Retention 

Retain hard copy for seven (7) years, then destroy 

1 ! 
19! Name and Title of Preparer i 

S c o t t M e s n e a k | 
IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 

I 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule ( D G S 550-1) 
COMAR l'4.18.04 

1 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 

E L E C T R O N I C R E C O R D S I N V E N T O R Y 

Page 1 of "I 

I i 
1 DEPARTMENT/AGENCY j 
Cecil County Government j 

i i 

2 DIVISION 
Human Resources 

3 UNIT 

D E F I N I T I O N - Record Series - A groupie 
I and dispc 

jf related records stored electronically and used as a unit for reference as well as retention 
jsition purposes 

I i 
4 ELECTRONIC RECORD SERIES TITLE 

I I 
Payroll Records j 

I 

5 EARLIEST YEAR/LATEST YEAR 

2006 j o 2009 

6 INPLjT - Identify source of information to be entered 

Paper j 
I i 

7 OUTPUT - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 ELE 

Facili 

I 

CTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms 
j contained in a series. Include purpose and function of the system. 
i 

tating payment of wages (timesheets, overtime authorizations, leave records). 
i 

9 POLICY ON ACCESS AND USE -f- Explain or attach copy if established in writing. 

Administration, Department He;ads, will have (delete) (print) and (hold) access. Managers and employees 
with |the "need to know" will have (read), (print) and (hold) access. 

I ! 
10 L 

Upc 
repi 

PDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 
! j 
ates are not allowed on the original document; if updates are needed, the document needs to be 
aced. j 

| 
1 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention ancl usability throughout the record's authorized life cycle. 

Cecil County Government Administration Building 
Record is available until the disposal date, and then record is purged. 

i ! 
12 j RECOMMENDED RETENTION 
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for three (3) years and until ali audit requirements are fulfilled, then destroy 

I i 
13 I TYPED OR PRINTED NAME OF 

PREPARER j 

Scott Mesneak i 
i i 

14 TELEPHONE NUMBER 

410-996-5205 

15 DATE 

9/10/2010 
161 TITLE OF PREPARER j 

IT & Records Retention Director 
i i 
I 

DGS 550-6 
1 i 



1 
1 

Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward '> 

with Records Retention Schedule ( D G S 550-1) I 

! ! 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y 

1 
1 

Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward '> 

with Records Retention Schedule ( D G S 550-1) I 

! ! 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency | 

Human Resources ! 
I i 

2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

•1. Record Series Title I 

P e r s o n n e l Folder 1 
i I 

1 i 

5. Earliest Year/latest Year 

1 9 7 5 t D 2 0 1 0 

6. P.ecord Series Description (Briefly describe the types of Informatlon/documents/forms found in the series. Include the purpose or function of the series.) 

Maintains employment data (emp. app., contracts, pert appraisal, correspondence, personnel records, education materials, disciplinary 
actions, etc.). I 

j 
7. Record Series F'ormat(s) List all j 

j 

• LetterSlze •Microfilm ! 

i 
• Legal Size . • Computer Tape 

• Audio Tape a Fioppy.Disk j 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

^ Other tsnecifvi 

Keyword Lookup 

9. Volume 

• File.Drawerfs). 

• Microfilm Reel(s) 

n Cnmrmter Tanpfsl 
Number 

n Other (SORcifvY 

q Bound Book • Video Tape 

• Other CsDecifvl 

I 
1 
I 
( 

i 
1 

1 
i 
i 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

^ Other tsnecifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• ' Microfilm Reel(s) 

• Comouter TaneCsl 
Number 

• 'Other (specify) 

11. FJIelsUsed 

! 
• Daily. D Weekly. • Monthly b 

I 
I 
i 

Annually 

12. File Becomes Inactive After 

^ • Mnnrhfsl • Yearfsl 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

Human Resources Office 

1 1 

14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office,) 

• Yes i No 

15. 'Access Restrictions (If Yes. cite Law(s) & Regulation(s) j 

• Yes • No | 

i 
i 
i 

16. Audit Requlrements 

• None • State • Federal • Independent 

17. 

1 

Is an Index. System used? If yes,explain briefly arid describe requirements 
i 

• Yes • No | 
1 
j 

i 
1 

,18. Recommended Retention 

Retain hard copy for ten (10) years post 
termination, then destroy 

1 
19. N 

1 

1 

ame and Title of Preparer j 

Scott Mesneak i 
IT & Records Retention Director 

1 

20.' Telephone Number 

410-996-5205 

'21. Date 

9/10/2010 

DGS 550-4 (Rev. VS3) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 
I 
I 
I ; 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

A G E N C Y RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 
I 
I 
I ; 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

PAGE 1 OF 1 

1. Department/Agency I 

H u m a n R e s o u r c e s 

J 

2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title j 
Po l ic ies a n d P r o c e d u r e s M a n u a l | i i 

5. Earliest Year/Latest Year 

1978 t 0 2008 

6. Record Se 

C o m m u r 

es Description (Briefly describe the types of information/documerits/forms found in the series Include the purpose or function of the series.) 

icating pol ic ies to e m p l o y e e s a n d m a n a g e m e n t . 

i 

! 
7. Record Series Format(s) List all j 

1 

| 1 
• LetterSIze • Mcrofilm ! 

1 ! 
o Legal Size • Computer Tape [ 

Q Audio Tape o Floppy Disk 

1 i 

0. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

Keyword Lookup: 

9. Volume 

• File.Drawerfs) 

• Microfilm Reel(s) 

n CnmrnitPtr Tanpl'sl 

Number 

• Other (specify) 

• BoundE 

oOther(s 

oofc D Video Tape i 

i i 
neclfv) t 

0. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

Keyword Lookup: 

10. Annual Accumulation 

• Fiie Drawer(s) 

• Microfilm Reel(s) 

o Comuuter TaoefsV 
Number 

• "Other (specify) 

11. File is Used j 

• Daily • Weekly • Monthly • Annually 

r i 
! i 

12, File Becomes Inactive After 

Indefinitely „ M n n m m „ V i M r f „ 

Number 

13. Current Location(s) (Bldg.. Floor, Room) j 

H u m a n R e s o u r c e s O f f i c e ! 

I i 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

n Yes i No 

15. Access Restrictions (IfYes, cite Law(s) & Regulatjon(s) j 

1 I 
a Yes i i No | 

1 1 

16. Audit Requirements 

• None • State • Federal • Independent 

17. s an Index.System used? If yes, explain briefly and describe requirements 

j 
a Yes • No j 1 

1 

! 

.18. Recommended Retention 

Retain hard and electronic copies until updated 
then transfer to Archives for permanent 
preservation. 

19. Na 
ne and Title of Preparer 1 

| 
S c o t t M e s n e a k | 

IT & R e c o r d s R e t e n t i o n D i rec tor i 1 

20: Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS650f4 (Rev. 1/93) 



j 
Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550 -1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7 2 7 5 Waterloo Road, P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

4lo-7gg-ig30 

A G E N C Y R E C O R D S I N V E N T O R Y j 
Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550 -1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7 2 7 5 Waterloo Road, P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

4lo-7gg-ig30 

PAGE 1 OF 1 

1. Department/Agency j 

H u m a n R e s o u r c e s 

I | 

-2. Division 3. Unit 
r 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title ' 

T r a i n i n g F i les j 

5. Eaillest Year/Latest Year 

1 9 9 9 t 0 2 0 0 9 

6. Record Series Description {Briefly describe Ihe.ty'pes of informatlbn/djjcuments/for'ms found in the series. Include the purpose or function of the series.) 

R e q u i r e d j a n d o p t i m a l pro fess iona l d e v e l o p m e n t a n d tra ining c o u r s e s o f fe red by C o u n t y a n d / o r e x t e r n a l s o u r c e s . H a r d c o p y ( p a p e r 

r e c o r d s of s i g n - u p s h e e t s , t ra in ing c o u r s e c o n t e n t a n d e m p l o y e e ) . 

I I 

! i 
7. Record Series Formates) Listal! | 

• Letter Size • Mcrofilm ' 

| ! 
• Legal Size • Computer Tape I 

! ! 
• Audio Tape • Floppy Disk J 

! ! 

8. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

D Geographical 

• Other (SDecifv) 

Keyword Lookup 

9: Volume 

• File Drawerfs) 

• Microfilm ReelCs) 

n Cnmnntfir Tappfsl 

Number 

0 Other fsoecifv'1 

• Bound E 

• Other (s 

3ook • Video Tape j 

peclfy) | 

1 
1 
1 
1 
1 
1 

8. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

D Geographical 

• Other (SDecifv) 

Keyword Lookup 

10: Annual Accumulation 

• File Drawees) 

o' Microfilm Reel(s) 

• Comrjuter TaDefsl 
Number 

• Other (specify) 

11. File 

• Da 

W Used | 

ly • Weekly. flrvtaritwy. o Annually 

i 
1 
i 

12, File Becomes Inactive After 

^ • Month's! • Ycarfsl 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

H u m a n l R e s o u r c e s O f f i c e 

! 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

a Yes i No 

15. Ac 

a 

ess Restrictions (IfYes. cite Law(s) & Regulations) 

Yes • No 

1 

16. Audit Requirements 

• None • State •'Federal • . Independent 

17. Isj 

• 
1 

n Index System used?.If yes,.explain briefly arid describe requirements 

Yes • No j 

i 

.18. Recommended Retention 

Retain hard copy for ten (10) years post 
termination, then destroy 

19. Name 

1 
! 
i 
i 

I 
and Title of Preparer ] 

S c o t t M e s n e a k j 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/B3) 



i f f o £ / 8 

Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1830 

A G E N C Y R E C O R D S I N V E N T O R Y 

each new or revised record series. Forward 1 
with Records Retention Schedule (DGS 550-i) 

! I 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1830 

PAGP 1 OF 1 

1. Department/Agency ! 

Human Resources I 

I ' i 
2. Division 

Risk Management 
3. Unit 

DEFINITION - RECORD SERIES: A group ofrelated records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title ; 

Workers Compensation Files j I j 

;5. Earliest Year/Latest Year 

2002 , r 2010 
to 

6. Record Series Descriptlon(Brieny describe, the types bf.lnforrration/documents/forms found In the series include the purpose or functlohofthe series.) 

First report of injury. Osha/Mosha reports, correspondence with workers compensation third party claims administrator.These are the 
County Government internal records, the official and complete records pertaining to workers compensation claims are retained by the 
Third Party Claims administrator for the county's self-insured program, and includes all documentation pertaining to the claim. And for 
claims prior to 7/01/2009 are retained by the prior insurer, Injured Workers' Insurance Fund! 

7. Reco 

• lette 

D.Lega 

• Audi 

• Boun 

a Othe 

-d Series FprmaKs) List all j 

r.SIze DMcrofUm I 

1 1 
1 1 

Size ••.Computer Tape j 1 1 
iTape • Floppy Disk: [-1 '• i 
d Book o Video Tape | 

' i rfsnedfv) 1 

1 

i 
1 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

• Chronological 

• Geographical 

• Other (soeclfv) 

Keyword Lookup 

9.'Volume 

• File Drawees), 

• ' Mcrofilm Reelts) 

•^ • Comouter Tanefs) 

Number 

o Orrier fsoecifvl 

7. Reco 

• lette 

D.Lega 

• Audi 

• Boun 

a Othe 

-d Series FprmaKs) List all j 

r.SIze DMcrofUm I 

1 1 
1 1 

Size ••.Computer Tape j 1 1 
iTape • Floppy Disk: [-1 '• i 
d Book o Video Tape | 

' i rfsnedfv) 1 

1 

i 
1 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

• Chronological 

• Geographical 

• Other (soeclfv) 

Keyword Lookup 

10: Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

1 
n Cnmnurpr Tapers) 

Number 

• Other (specify) 

1 1 . f 

• 

"lie Is Used | 

i '. I 
Daily • Weekly • Monthly | ^'Annually 

12. File Becomes Inactive After 

^ h MnnthfsV • Yp.arfs) 

Number 

13. Current,Loc'ation(s) (Bldg., Floor, Room) j 

i " ! 
Human Resources Office 1 ,' 

1 
l I 

1'4. IsRecord Series Duplicated Elsewhere?. (Ifyes; specify agency or office:) 

• : Yes I No 

15. / 
-

Worke 

\ccess;Restt1ctions,(lfYes, cite Lavy(s):8. Regulations) 

1 
• Yes • No I 

•s Compensation Laws of Maryland FOIA, 
i 

:16, Audit Requirements 

• None • • State • Federal • Independent 

17. ) s aalridex System used?lf yes,, explain briefly arid describe requirements 

• .Yes • No j 

1 

19. .Recommended Retention 

Retain hard copy for seven (7) years from settlement or closure of 
claims, then destroy, if •.records indicate exposure to hazardous 
material, retain imaged copy for thirty (30) years after termination', 
then destroy, unless exposure includes asbestos or lead, then 
transfer to Archives for permanent retention. 

18. Nan 

1 

etand Tttle'of Preparer j 

Scott Mesneak 
IT & Records Retention Director 

i 

I 
I 

20: TeTephone':Number 

410-996-5205 

2.1. Date' 

9/10/2010 

DGS.55cU..(ReY.-l/83) 


